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Designing & Planning

What fields do you want?

What type of field are they?
— Text, number, currency, date, list etc.
What size should the field be?

What validation rule and text might be
used?

Have you got a KEY FIELD, the unique
identity for each field. N.B. Do not use the
Access auto number default.



Getting started in Access

File New Database x|
24w in: Iﬂ Favourite footballers j @ -3 Q@ X - Toos~
My Recent
Dacurments
@ Open the program and give your
Desktop database a suitable name, saving it in
your ICT portfolio, databases folder.

My Docurments
-
.
My Computer
-._J'j
Py Metwark,
Places Save as Lype: IMin:rn:uschI: Office Access Database j Cancel

File name: |Favnurite Footballers j Create




& Tablel : Table

Field Mame | Diata Tvpe |
=l N
E Favourite Footballers : Bl
Ugopen B Design  CIMew | 2o | EE —
Ohjects EI:J Create kable in Design view :
1 Tables @ Create table by using wizard |
_ﬁ'ﬂ e @ Create kable by entering data | v
= Forms B Tablel : Table
id  Reports Field Mame |  Data Tvpe
¥4 Pages ___|Player ID Text
3 Macres ___|Firsk name Text
5 |Laskt name Text
@L  Modules |t Text
Groups __|Playing position Text
— __ | Drake of Birth Text
= __|Aae Text
| ¥alue Texk
id '\

Text is the default data type 4



Data Types — Key Field = Text

Formatk

> General l Lookup ]

Field Size Z
Inpuk Mask, I \

You must have a key field.
The type is Input Mask.

The Key Field can be done as an input mask, limited to 2 characters.

Edit List

! Must save kable First, B NoW?

X

Save as Favourite footballers

Yes

Mo |

;_j=|

Do you wank o edit or add input masks for the Input Mask \Wizard |

The >< symbols
enforce a capital
letter.

Descripkion: |F'Ia~,=er I
Input : |:=L <4
Placeholder: |

Sample Data: |T5

Mask Type: |TE:-:t,|'LInI:n:|un|:| j



Ensuring a CAPITAL letter to start
a text field name

(= N —
_ | First name Text
___|Lask name Texk
_[Club Text

General l Lookup ]

Field Size 15

Farnat

Input Mask. o I e
_apkian

Default Yalue
Yalidation Rule
Yalidation Text




Plaving position

| Drake af Birth

Age
Yalue

Using a look up table

Texd

Texk

Memo
Murnber
Drake/ Time
CuUrrency
AukalMurmber
YesiMNo

CILE Object
Hyperlink

Lookup ‘Wizard. .,

Lookup Wizard

What values do you wank ko see i
wank in the lisk, and then type the

To adjusk the width of a colummn, «
tight edge of the column heading

Murnber af columns: I 1

Type your list Call

aoal Keeper




Adding Date of Birth & Age

General l Lockup ]

Format Long Date i
Input Mask, aeneral Diake 19/06)1994 17:34:23
Zapkion Long Date 19 June 1994
Diefault Yalue Mediurn Date 13-Jun-24
Validation Pule Shart Date 19!05]’1994
Validation Text Lu:undg Time 1753423
. Mediun Time 05:34 PM
Required Shart Time 17:34
Tndexerd o
_#|Date of Birth Dake) Time &
age Text
Yalue Merno
Irnage Numer General l Lookup ]
Date, Time Field Size Long Integer
Currenc';.f_ SalaL:
Decimal Places Auko
Input Mask,
Capkion
Default Yalue 1]
Yalidakion Rule Between 17 And 41
Yalidakion Texk Must be between 17 and 41 years
LML L DT LAdLE LI Required Yes
P |Age Murmber Indexed Mo 8

amart Tags



Adding images to your table

Create an image field in design view.

| v I r eIy
| Image OLE Object
aeneral l Lookup ]
Zapkion Plaver Image
Required Mo




Find a picture and insert

Wiews  Faworites  Tools  Help

| Search = Favarites
/ (2N

-
/ < - \j IELI o)
/é http:ffimages. google. co.ukfimagesthl=enfa=Ryan+Giggsabtr Co py

Table mode: Click on
Player image field and
L BLUE- select Insert / Object

GO Ugle [Ryan Giggs

Images Moderate SafeSearch is on

Images Showing: IAII imare sizes 'l / |:'|E|'_-,-'Ef |r'r'|E|gE

L S—

... Inter de Milan tienta a Ryan ] Ryan Giggs 1| Insert | Format Records To
ria -
Microsoft Offic id | columin
| Ok | =
& Create New Lookup Column. ..
Adobe Acrobat 7.0 Docurnent Cancel | —] :
" Create from File  |Bitmap Image Hypetlink Calumn
Crficodile Pheysics Sirulation " Display as Icon
ocadile Technalogy Simulation 7\ Subdatasheet. ..
fledia Clip
Microsoft Equation 3.0 Cibigct
Microsoft Excel Chart ;I e
Result —
EE Choose Bitmap image
ke
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File | Edit Wiew Image Colors Help

Select &ll

Chrl+-A

Paste your image and add to table

i untitled - Paint

File Edit Yiew Image Colors

1é == |8 %H}:

% Bitmap Image in Favourite footballers :

|File Edit  View Image Colors Help

Update Favourite footballers : Table

e Unda iZkrl 2
—_ Repeat [ o e o'
&

—_— (il [ o ot
&l copy ChrlC
—

Paske From...

?“ iZlear Selection Del
™

c

i

Save Cooy As...

You may need to resize the
white background

Flayer Image

..........................................
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Creating a
Data Capture Form

This will be done In Flexidata3
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SUCARE I

Follow these Instructions

Open your database in Excel
Save it as a .csv file

Go to ICT and open Flexidata 3
Locate your .csv file and open it
Select Data / Form Design

Resize the field windows, add a title and
Instructions on how to complete the DCF

Check your name is on the page
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¥ Microsoft Excel -

@I_j File Edit Wiew Insert Format  Tools  Data  Window  Help
© Arial -0 - B 7 U EEZ=E & %%’
JEHLéWJa%wu L N

Al

Ml

Look im:

I[ﬁ Favourite Footballers

;_ __g_ Favnurite Footballers
3

My Recent

-

My Computer
%‘ File: name: IFavnurite Footballers j Save I
Py Tebwork =
Places ave as Lype: ICS'-.-' (Comma delimited) j Cancel |
FlexiDaka 3 Load a datafile
Shorkcuk from disk
ﬂ 1EkE




Loading a I:Ial:z:a:

Laok in: I ) Favourte footballers

I%Femn:uurite Footballers

Filz name: IFavnurite Foothallers

Filez af type: I CSY files [".oav)

Player ID ‘

First name ‘

Last name ‘

Club \

Playing position |

Date of Birth |

Age ‘

Value ‘

=

Open

Cancel

15




Aan Thomas

0

Moving placeholders &] || A

Adding text

Favourite Footballers Data Capture Farm

Mr T's extraordinary database of footballing greats!

ltwould be helpful to use....... to complete ........
Player 1D ]

First name | Last name [ 4
w | | v

Playing postion | |

Oate of Bith | |

‘walue | |

<>

Player photo

Fage 1 of 1

F avourite Footb allers. csw



What marks do you get?

Entering data

Accuracy

Plausibility (Realistic data)
Key Field

Text & number fields
Other types of field

Data Capture Form

Data Structure Table

1
1
1
1
1
1
1
1
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Another handy help from MrT

REFLEX CLO
&
FAST FREIGHT
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